
Address book

This module keep records of contacts, clients suppliers.
Contacts from address book are used in other modules like sales or logistics
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Main address book 
page (/address_book) 
is made of few tabs

 

Search a 
contact

View list of 
address book

 by companies

View list of 
address book by 
contact names

Create
 New Entry

Search 
documents 

(requires Sales 
module)

Import/export
 tools



Search

 
To search existing entries, simply 

type the key word, name and 
select corresponding name in the 

list

List display based on 
keyword

Top ↑

Filter per address 
type



Search results

Ex. of pdf export

  

Main company 
contact and info

Click for 
new search

Click tag to search 
similar client

name card 
image

Export 
details in 

Pdf format

Click to switch 
to “supplier” 

type

Click to copy address 
to clipboard

Click to copy contact 
to clipboard

Create a new 
project with 
this client

(need project module)

List of contacts 
details



New entry

Url: /new_contact

  

Section for main contact of 
the new company

Short name is 
auto generated 

but can changed 
manuallyStatus

Address line 1 City, 
state

Country

General Tel, 
Fax and web

Type, client, 
supplier or 

other

Activity tags, use for 
classification and searches

You can input free 
text as comment

Logo upload

Top ↑

Address line 1 



New entry

Url: /new_contact

  

Section for main contact of 
the new company

By default you can add 1 contact 
card. You can add more later when 

editing
You must have 

1  primary 
contact

You can upload 
scanned image of 

namecard

You can input free 
text as comment

You can add 
more 

salutation with 
taxonomy

Top ↑



Add new name

There are 2 options to 
add names to existing 
address book entry:

1) copy existing from 
another entry;

2) record a new name 
card

  

Attach existing name card to 
address book entry

Enter new data

Top ↑



Bank Information

When finance 
module is available, 
you can add bank 
reference info to the 
address book

  

Existing record can be edited

Existing record

Add bank name to 
add new record

Top ↑



Bank information per 
address book entry can 
be viewed in separate 

tabBank Information

  

Top ↑



Clone example

You can duplicate 
existing entry from one 
type to another

 
Cloned entry

Data are copied

New Contact 
type

When cloning an entry it replicates 
all data of original entry under 
different type. You can then edit 
information of the cloned entry.

Top ↑



Taxonomy example

In admin menu go to:

/admin 
/structure/taxonomy
/add

 

Add vocabulary with name 
“salutation”

In “salutation”, add items

Add salutation title and “save”

Top ↑



Delete

  

Address book entry cannot be 
deleted if used in other modules

Confirm deletion 
including name card 
attached to this entry

Top ↑



Company list view

  

List of companies in address book

filter the list by 
keyword

Filtered result.
Click to view address 

book data
Type of entry

Top ↑



Contacts list view

  

List of contacts in address book

Browse list pages

Top ↑



Sales statistics

If sales module is 
available statistics can 
be viewed from 
address book entry

Access sales and other 
business data from 

sales, projects or report 
modules for this client 

or supplier

Top ↑



If project 
module is 
available

If report module 
is available

Sales statistics

If sales module is 
available statistics can 
be viewed from 
address book entry

Top ↑



Requires 
“charts” module

Sales or 
purchases data

Sales statistics

If sales module is 
available statistics can 
be viewed from 
address book entry

Top ↑



Sales statistics

If sales module is 
available you can 
store documents per 
address book

Documents tab

Upload new file

Classified by folder

Delete icon
Manage user access

You can 
move file from 
 one folder to 
another one

Access control dialog

Top ↑



Search documents

If sales module there 
is form available to 
quickly search 
documents linked to 
address book

Search 
documents in 
main menu

Type keyword

Search results

Link to 
document 

folder

Indicates that the file is 
locked for sharing

Address book entry name

Top ↑



Administration tasks

Warning: import and 
export process may be 
critical. Make sure you 
have a backup before 
proceeding  

There are 2 administration tasks: 
import and export

Top ↑



Administration tasks

Export

The export format is in 
excel.
The table extracted 
can be re-used as 
format template for 
importing of data

You can choose the type to export: 
all, clients, suppliers, others

You can choose data to export: 
companies or name cards contacts

Top ↑



Administration tasks

Import

The import format is in 
csv file.
The excel table from 
export can be re-used 
as format template 
and saved as csv 
format for import

Select mode: add or replace

You can choose data to import 
companies or name cards contacts

Select delimiter and enclosure 
characters based on you csv 

format

CSV format file to import

Example of CSV file structure 
created with excel table with 1 row 

entry

Text file separated by 
commas

Top ↑
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